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W SECRET 


PLANNING AND ANALYSIS STAFF 

cp3aawiirn»'i«iin^i »n mum mb. Mamr-v. an 

Responsible for planning and directing the development and co- 
ordination of recommendations concerning Agency personnel polity, 
program objectives, standards and procedures, including the develop- 
ment of appropriate regulatory issuances! the development and coordina- 
tion of recommendations concerning policies and procedures on manpower 
requirements in support of the Agency’s long-range mission and of its 
mobilization and operations in time of national emergency! the develop- 
ment of an Agency personnel reserve program* the preparation, analysis 
and presentation of comq>rdi®nsive personnel statistical reports! and 
the continuous review of the current effectiveness of personnel 
programs and activities in headquarters and in the fields 


Analysis Branch 

— i i i u kwi i. w iw i i i m atniiim 


Responsible for the continuous review of the current effectiveness 
of personnel programs and activities in headquarters and in the field* 
analyses individual personnel programs and th© operations of personnel 
components established outside the Office of Personnel to evaluate thair 
effectiveness and conformance to current policies and procedures! 
evaluates the effectiveness of personnel services to field activities! 
directs and coordinates the activities of teams of personnel specialists 
organised to review and inspect personnel programs and activities and 
formulates recommendations for their improvement*, 


Mobilization Planning Br anch 


Responsible for the development and coordination of recommendations 
concerning Agency policies and procedures on manpower requirements in 
support of the Agency's long-range mission and of its mobilisation and 
operations in time of national emergency! provides policy guidance and 
advice to operating officials on personnel resources! procurement and 
utilization in cosmection with mobilization! reviews and evaluates 
phased personnel requirements recommended by operating components to 
insure procurement feasibility and capabilities consistent with national 
manpower resources! and coordinates within CIA personnel matters per- 
taining to requirements, distribution and priorities for implementing 
mobilization and emergency plans o 
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Mobilization Planning Branch - Cant’d 


Responsible for the development of a CD, Peraorwwil Reserve 
Program which will provide a reliable source of readily accessible 
msmmmr tor nee when and as needed by the Ag«i(?yt maintains appro- 
priate information about military reservists and non-reservists who 
have special education, experience ca* training which could be 
utilised by the Agency in a military or civilian capacity in the 
national interest o 


Plans .{branch 


Responsible for the development and coordination of reeooeasnda-* 
tions concerning; Agansy personnel policy, program objeciivoc, standards 
tmd procedures, and for the preparation of appropriate Agency and 
internal Office of Penscsmel regulatory issuances implementing such 
recommendations s r&yXms studi.es, reports and other materials which 
involve the eotabJishasnt of personnel policy or precedents or the 
application or interpretation of approved or pending regulations and 
procedures , statutory and regulatory issuances, proposed Federal 
personnel legislation and personnel management practices in government 
+jnd industry in order to evaluate thoii applicability to Agency per- 
sonnel objectives and activities; conducts the records management and 
forms control programs within the Office of Personnel; coordinates the 
review within the Office of Personnel of regulatory proposals initiated 
in other Agency compoamtsf maintainu films and reference materials 
pertinent to the ah ova activities© 


Statistical Reporting Branch 
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iasponsible for the preparation, analysis and presentation of 
comprehensive personnel statistical reports and data pertaining to 
tba Agency 9 s current T/O positions, strength, ceilings, grads dis- 
tribution, separations and resignations, reassigmiuonts , turnover rates, 
promotions and such other personnel reports and statistical data 
required or requested by authorized Agency off lei ala c . 
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i&mikL coEmcxiiHu Aummcss and processing staff 


la^ponsibla for reeomsaeiKilag policy standards governing Agency 
ooakraets for personal services aai certain other special contracts 
wf'J.reri in support of covert operations! fox 1 preparing and executing 
■%<*£% contracts} for the review of all field contracts submitted to 
'aoadqtjertai'sj for the complete personnel processing of all Staff 
Agent®, including preparation of fetters of Appointment} for pro- 
parSng 'fetters of Authori.2Gti.cn for military details} for ream* 
mmling policy standards for special allowances and for granting 
juid reviewing all such allowances* 
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gSRSCHHEL PROCUREMENT DIVISE ON 


Responsible for providing a prog ran of personnel procurement 
fisrriess including planning, coordinating and directing programs 
f°' r developing, locating and drawing upon sources of personnel to 
teap the Agency adequately staffedj participates in the devaLopjamt 
of ©v©r«all personnel policies, procedure** standards and regulations s 
maintains effective relationships with other components of the Office 
o_ Personnel and operating officials to be cont inu al ly inforssed of 
currant and anticipated personnel requirements and of current 
requisitions for personnel, “ "" ' 

Clerical Recruitment Branch 

Responsible for operating a program for the recruitment of 
peraonael to meet Agency clerical needs » 

Beparteent al Becruitaa nt Branch 

Rsspons ible for operating a program to interview and screen 
applicants applying locally for Agency employment. 

Specialised Recruitment Branch 

Responsible for operating a program for the recruit ment of 
personnel to meet Agency specialised, technical or covert ne@ds c 
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mmsfim sboticss masmt 


Responsible for providing & comprehensive personnel relations 
aad services prograaj participates in the devaXopasant of ©vernal! 
personnel policies, procedures, standard® sad regulation®! provides 
personnel counseling, housing, welfare sad financial services sad 
operates s comprehenslv© ineuraace program for Agency pegsenne&o 

Services Branch 

Responsible for planning end udmiaistaring progress of employee 
services aad activities, such as housing, recreation, ear pools, 
blood donor work, fund»r&lsing crajMfgns, entrance on duty orient®.** 
tioa, indebtedness counseling, and approval of Xeav@j assists 
operating offices la connection with disciplinary actions, separa- 
tions s removal s, ©tc*| provides secretariat services to the Incentive 
Award* Comaltteef maintains liaison with appropriate officials in 
and out of the Agency* 



Responsible for providing counseling service to insist Agency 
personnel in the solution of personal or job adjustment pro blems | 
acts in a liaison capacity to assist employees and their supervisors 
in problems involving other Agency mwapoumta such as the Medical 
Office, the Security Qffi ,m 9 the Office of the Comptroller, the 
Office of the General Counsel and. the Credit Uaioai conducts pr©®* 

«a4t interviews with asgLogfees to determine advisability aad possi- 
bility of salvage! conducts exit interview's with employees to 
determine cause of resignation and to evaluate comments, suggestions, 
or criticisms which my b© useful in reducing turnover! insures that 
separation reports are prepared, re«©aploy&bility is determined 'and 
that clearance procedures are completed 3a each separation easea 
ascertains information, effects Unison with other Agency component® 
md assists families,, insofar as possible, in connection with cases 
of illness, accident or death! counsels employees on retirement 
aatteraj conduct® research to compile iiiformatlon la connection 
with employee turnover t! 

Sasurance and piai nas Branch 

' Responsible for operating a coii^rehensive program including 
life, health and accident, hospitalisation, and air travel insurance 
for Agency perseaanel encompassing the issuance of insurance policies, 
colleetion of premiums, adjustment of claims, and liaison with under* 
writer®} processes claims sulxii-tted in accordance with the provisions 
of the Federal Employees Ccmpensatlm Act and Public Law 110 in 
ecmacetiea with injury or death ©f Agency employees f processes retire- 
service credit, refund, disability or age retirement 
with the Oivil Ssrvic® Caaaisslonj processes all eases of Agency 
pereonn©! within the scope of the Missing Parsons, Act and performs 
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fUOGSSSMO MD RECORDS mUSLCH 


Responsible for processing official personnel actions md 
Mt&ntalning official, recoma of Agency personnel activities including 
petrsairael actions,, correspondence, applicant end ersployo© fil esa 
jmx'feicipateg in the development of over-all personnel policies, 
procedures, standards and regulations} also responsible for the 
operation of a central processing S8.nd.ca for personnel ^rforwinp- 
official travel* 

TransactionWand Records Branch 

w*»WBrrewi iaaa > a a»mr-^Bfcti*K. *•*»» ■mnu»waa>H»WvM j rit^amn 

Hssponsible for pm&essing all official personnel actions} 
•maintaining all official personnel records Including applicant 
files, employee files/ the position inventory gtae Um into o f 
pars'civ»>oi qua.i.Lilcatr U»t>o $ and maintaining celling control records 0 

Correspondence Branch 

'-*r,-'r»-i.rjaO»«*» nenjmaz-.nmx'iZstt’tsn -«r.xatr^ 

responsible for the preparation, of correspondence to applicants, 
employees, and others requiring replies., 

Central Processing Branch 

Responsible icr operation of a central processing service for 
personnel performing official travels 
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CLASSIFICATION AND WAGE DIVISION 
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Responsible for providing m Agency-wi de program of personnel 
service in position classification and ’Bag® administration} partis!" 
pates in the developin'!, of over-ail personnel policies, procedures, 
standards and regulations, allocates Agency and National Security 
Council positions, develops classification standards and qualifica- 
tion requirements, performs wage administration activities governing 
all departmental and field positions} and provides evaluation 
services and guidance pertaining to salaries of various Associate 
Personnel o 


Covert Branch 

Responsible for oiks ration of a classification and wag® 
administration program including the conduct of organizational 
classification surveys and the allocation of positions in such 
components of the Agency as a?© designated by the Assistant Director 
for Personnels, 


Overt Bran ch 

Responsible for operation of a classification and wage admin- 
istration program including the conduct of organizational classifi- 
cation surveys and the allocation of positions in such components 
©f the Agency as are designed by tee Assistant Director for Personnel,, 

Surveys and Standards Staff 

Responsible for planning and directing a program for ths <tev®lop- 
Risnt of classification standards and qualification requirements far 
all Agency positions} conducts position analysis surveys on an 
occupational basis for this purpose*, 
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CONFIDENTIAL 

MILITARY P.ERS0NM&L DIVISION 


Responsible for providing senfio® In the procurement, assign- 
imat, administration and disposition of military personnel detailed 
to tfca Agency from the Department of Defense* participates ia the 
dswelopsent of ovar-all personnel policies , procedures , standards 
and regulations | conducts necessary liaison with appropriate 
components of the Department cf Defense* and prepare® and maintains 
the necessary records pertaining to military personnelo 
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